Asking for time


If you are not totally clear about how you wish to respond to a request, order or favour, it is important to give yourself the time that you need to think about the implications of what is being asked, clarify the advantages and disadvantages and make the decision which makes best sense for you.


· Listen carefully to the request / order / favour.
· Clarify to make sure of what is being asked of you.
· Pause, take a breath and think about what is being asked of you.
· Acknowledge that you have understood what has been said and the feelings of the other person.
· Say ‘I need some time to think about this.’
· Specify the amount of time needed and how you will let the person know about your decision, e.g. by phone, by visit, by email, in five minutes, one hour, tomorrow, next week etc.
· Make sure you respond within the time you specified.

In the fast pace of school life, it’s normal to be asked questions as people pass you on the corridor and to be interrupted for other people’s convenience.  Reacting quickly to requests can sometimes mean you make a decision that would have been a different decision with more time to think or with more information. You probably know intuitively which decisions are best made with more time, thought or consultation. These are the situations when asking for time can save you time, money and emotional energy.

Examples

Sam, you’ve caught me a little bit off guard here. I know you need an answer quickly. I just need a few minutes to think things through. I’ll confirm one way or the other when I see you at lunchtime.

If I’ve understood you correctly you’re suggesting….[paraphrase].
I’m going to need time to consider this more fully. 
Let’s meet on Friday afternoon so we manage things within your deadline and make sure we don’t overlook any key issues.
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Be aware of your vocabulary
The way you speak and the words you choose say a lot about your confidence and determine what happens next. Aim to replace the following limiting phrases with a more consciously confident response.

I can’t………………………………………………………. I choose not to.
I don’t have time to………………………………………..This is my highest priority just now….
I have to ……………………………………………………I’m choosing to….
problem…………………………………………………….challenge / opportunity
should ……………………………………………………..could or would
need ……………………………………………………… want to
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